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1.0 GENERAL INFORMATION
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1 General Information

1.1  System Overview

The Surety Bond Guarantee (SBG) Electronic Application (E-app) system is a web
application used to apply for SBA bond guarantees. Contractors can use the E-app
System to enter SBG applications, completed required SBA forms, and forward
information to their selected agents. The system is available 7 days a week — 24 hours a
day.

1.2 Authorized Use Permission

This is a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users (authorized or unauthorized)
have no explicit or implicit expectation of privacy in anything viewed, created,
downloaded, or stored on this system, including e-mail, Internet, and Intranet use.
Any or all uses of this system (including all peripheral devices and output media)
and all files on this system may be intercepted, monitored, read, captured,
recorded, disclosed, copied, audited, and/or inspected by authorized Small
Business Administration (SBA) personnel, the Office of Inspector General (OIG),
and/or other law enforcement personnel, as well as authorized officials of other
agencies, both domestic and foreign. Unauthorized use of, or exceeding
authorized access to, this system is prohibited and may constitute a violation of 18
U.S.C. 8 1030 or other Federal laws and regulations and may result in criminal,
civil, and/or administrative action. By using this system, users indicate awareness
of, and consent to, these terms and conditions and acknowledge that there is no
reasonable expectation of privacy in the access or use of this computer system.

1.3 Points of Contact

1.3.1 Information

If you experience problems completing the application, please
discuss the situation with your surety company agent. Assistance is
also available from the two Surety Bond Area directors listed
below, according to the state in which your business is located.

Mr. Darryl Bellamy
Area Office Director, Denver
Telephone: (303) 844-2607, Ext. 261
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Assigned States:

Colorado Maine New Jersey New York
Connecticut Maryland Ohio Pennsylvania
Delaware Massachusetts South Dakota Puerto Rico

District of Columbia Michigan Utah Vermont
Ilinois Minnesota Wyoming Virgin Islands
Indiana Missouri North Dakota Virginia

lowa Montana Rhode Island West Virginia
Kansas Nebraska New Hampshire Wisconsin
Mr. Tom Ewbank
Area Office Director, Seattle
Telephone: (206) 553-0961
Assigned States:
Alabama Georgia Muississippi South Carolina
Alaska Guam Nevada Tennessee
Arizona Hawaii New Mexico Texas
Arkansas Idaho North Carolina Washington
California Kentucky Oklahoma
Florida Louisiana Oregon
1.4  Terms and Abbreviations

EIN — Employer Identification Number
NAICS — North American Industry Classification System
GIA — General Indemnity Agreement
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2.0 SYSTEM SUMMARY
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2 SYSTEM SUMMARY

2.1  System Configuration

The application is developed for use with a minimum browser of Microsoft IE 6.0 or a
compatible browser. You must use high level encryption (128 bit) when configuring your
browser. You must enable support for JAVA script and applets. There is no use of client side
COOKIES. In general, the font type is 9pt. Arial-style sheets are not used. The application is best
viewed on an 800x 600 resolution screen. To avoid scrolling, use a minimum 15" screen.
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3.0 GETTING STARTED
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3 GETTING STARTED

The E-app system is accessed through the SBA General Login System (GLS).
You must have an SBA GLS User ID and Password in order to submit
applications and update information in the E-app system.

3.1 Request an SBA GLS User ID and Password

To request an SBA User ID and Password, you should connect to the Internet and enter
https://eweb.sba.gov/gls/dsp_login.cfm as the URL. The General Log-in screen will display.

Your Small Busicess Resosrce
General Login System You must be logged into GLS to go to the page just requested.

= Forgot User ID?

R _Authentication|
= Request SBA User ID SECURE GOVERNMENT Access | omune |
Login using existing E-Authentication Credential

= Contact SBA Security

= What
Authentication?

SBA Account Login

Lagin | Clear

Text Only

Click on the B EESSELEEREEEMUE hotlink from the left-hand navigation tree to access the
Request SBA User ID screen.

User’s Manual Page 9


https://eweb.sba.gov/gls/dsp_login.cfm

Revision Sheet

U.S. Smoll Business Adminlstration Halp =

Your Small Businass Rasource

General Lo

Login Information =]

Identity Information

Mame: (First) Middle) (Last) I(IS';T":’; “dr S,

[ ] [ I
Date of Birth: {rmiddiynay)
PIN: (FPersanal Identification Mumber, Last 4 Digits of SSM)

Contact Information

Country: “ UNITED STATES = ‘

ZipZip 4 (99999 or 99999-9999) | Laskup Zin

Choose Result: “ Enter a Zip, press Lookup Zip button and choose result here ;||

State: Mot ¥Yet Selected =

City: “ |
Street Address, “ |
Line 1:

Street Address, I

Line 2

Dliin Mumbonrs & - e . . ~|
SN SBA Frocessing: 0 181 seconds]

lLs=t modified: 10/18/2006 4:44:00 P > Firsts Cgulations_gow > White Hotss
" Privacy & Security " Information Quality * FOLA ~ No Fear fet * ADA

The Request SBA User ID screen is used to supply pertinent information to the SBA in order to
obtain a User ID and Password.

Figure 1
Definition of Terms on Request SBA User ID screen
Login Information

User ID - This field is used to enter a User ID of your choice, which must be between 8
and 15 characters.

Identity Information

Name (First) — This field is used to enter your first name.

Name (Middle) — This field is used to enter your middle name, if any.
Name (Last) — This field is used to enter your last name.

Suffix — This field is used to enter a suffix, if any.

Date of Birth — This field is used to enter your date of birth.

PIN — This field is used to enter your PIN (Personal Identification Number) which is the
last four digits of your social security number.

Note: In the future, if you forget your user ID or password, you will need your DOB and
PIN to retrieve the login credentials.

Contact Information

Country — This drop-down list is used to enter the country of your address.

Zip/Zip+4 — This field is used to enter your zip/zip+4 code.

Lookup Zip
“City” fields.

— Use this pushbutton to populate the “Choose Result”, “State”, and
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Choose Result — Select your city from the drop-down list.

State — Select your state from the drop-down list.

City — This field is used to enter your city.

Street Address, Line 1 — This field is used to enter the first line of your street address.
Street Address, Line 2 — This field is used to enter the second line of your street address.
Phone Number:

Country — This field is used to enter the phone code of your country.

Area Code — This field is used to enter the area code of your phone number.

Phone Number — This field is used to enter your main phone number.

Extension — This field is used to enter your phone extension, if any.

E-Mail Address — This field is used to enter your e-mail address.

Re-enter E-Mail — This field is used to re-enter your e-mail address in order to check for
accuracy.

Reset | _ Click on this pushbutton to reset all the fields to their original values.

Clear _ click on this pushbutton to clear (delete) all the fields on the screen.

_Submit _ Click on this pushbutton to submit your user ID request. You will receive an
e-mail that will provide you with a temporary SBA GLS User Password. Use that
password to log back into GLS. You will then be required to change your password.
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3.2 Change Password

After you complete and submit the information on the Request SBA User ID screen you will
receive an e-mail with your ID and a default password. Using the default password, log into the
GLS system. On the General Login System — Choose Function screen, click on the

Change Password

pushbutton and the following screen will appear:

U.S. Smoll Business Adminlstration — Help

Your Small Busl:

General Login System

Change Password

\First Time Login. Please change your password before continuing

Retype New Password:
Change Passward

lLast modified: D3/28/2007 4:40:00 Phl

Gow > EGew > Regula

> First fons.gov > Wihite House $BA Processing: 0.13 seconds|
® Privacy & Security ® Information Qualty = FOLA * Mo Fear fot * ADA

Figure 2
Definition of Terms on Change Password screen

1. New Password — Enter your new password in this field. It must have a minimum of eight
characters and a maximum of 16 characters. The password must also contain at least
three of the following four properties:

0 At least one upper-case letter (e.g. “A”, “B”, “C”... “Z”)

o0 Lower-case letters (e.g. “a”, “b”, “c”, ...“2")

o Numericals (e.g. “0”, “1”, “2”, ...“9”)

o0 Special characters (e.g. “{ }”, “[ 17, “<>7, “.”, “?”, “$”, or “%”)

2. Retype New Password — Retype the new password in this field.

3. Clickonthe ©Change Passward 5 shpytton to change the password and advance to
the Welcome screen.
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3.3 Profile
Use the Profile screen to enter contractor business ID information.
.S, Smoll Businass Adminlsnation — e ==
Protie || Access || Shouse || chame
Your Small Businass Resourca
General Login System Welcome Contractor SBG. Location Hot Selected Yet.
Profile Bl

Name: (First) (Wliddle) (Last} (Suffix - dr, Sr, 1, 1I, stc)

||Comractor || ||SEG ||
Country: || UNITED STATES Li|
ZipZip+4: (99999 or 99999-9999)  Lookup Zip |
Choose Result: || Maryland / ANNE ARUNDEL / ODENTON ;J |
State: Maryland |
City: ||ODENTON | -
Street Address. Line 1: ||Test Address |
Street Address, Line 2: i
Phone Number: {Country) {Area Code) (Phone Number) ([Extension)

WSis 1) (935-9999)

||1 | [335 ||123—5578 | [
E-Mail Address: [asad.chakladen@sba. gov |
Re-enter E-Mail: ||asad.chaklader@5ba.guv |
Default Location Id

EIM  31-1191819 I Remove Business?

EIM £4 15aRARO ™ Do Bl i e 2 L
lLast moditied: D8/03/2007 Z:15:00 Fh SFirstBow | > E-Gow > Regulatiens.gov > Wihite House B4 Processin 9 0.094 secan |

" Privacy & Seourity ® Information Quality = FOLA * Mo Fear Aot ™ ADA

Figure 3 — Contractor Profile Window showing an active Business ID

Definition of Terms on Profile screen

o okrwdE

13.
14.

15.
16.

17.

First Name — Your first name

Middle Initial — Your middle initial, if any
Last Name — Your last name

Suffix — The suffix, if any

Country — The country where you reside.

Zip/Zip+4 — The zip code of your address. Click on = 92KUR ZIB atter entering the zip
code to populate the location options.

Choose Result — The result set generated by selecting the ~ =22¥UP IR hishbutton.
State — The state where you reside.
City — The city where you reside.
. Street Address, Line 1 — The first line of your street address
. Street Address, Line 2 — The second line of your street address
. Home Phone Number — Your home phone number (First enter the country code, then
the area code, then the actual phone number, and finally the extension, if any.)
E-Mail Address — Your e-mail address
Re-enter E-Mail — Your e-mail address entered a second time. If they do not match, the
system will return an error message.
Default Location ID — This display-only field shows the default location ID.
Business Information — This display-only field indicates whether there is any business
information.
Add New Business? — Use these radio buttons to add a new business, if needed.

Note: The following three fields will only appear if “Yes” is selected in #17 “Add New
Business?”

User’s Manual
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EIN/SSN — Enter the EIN/SSN in this field, then select the corresponding radio button to the
right to identify the number you have entered.

DUNS - Enter the DUNS (Data Universal Numbering System) number. This number is used to
identify businesses.

Click on the EI pushbutton to reset values.

Clear

Click on the pushbutton to delete an entry. This will clear all the fields on the screen.

Click on the _=1bmit pushbutton to submit the information to the database and continue to the
General Login System — Choose Function screen.

User’s Manual
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3.4  Access (System Selection)

Click on the . €€#%5 | hishbutton (from the Choose Function screen) to reach the System
Selection screen shown below. Use this screen to request access to the SBG e-app system in the
GLS system.

To request access, click on the “Surety Bond Guarantee System” (SBG/PSB) folder and select
SBG Contractor Application.

Note: Once the request is submitted, it needs to be approved by the program office for activation.

5. Smoll Business Adminismorion =
0.5, Smoll o — s

Choose Change

Ll EARErs Function Password

Welcome SBGCust ContrJA. Location Hot Selected Yet.

B Hurricane Information Centsr =
S MicroLoan Program Electronic Reporting System (MPERS)

B Mative American FProject Froposals (NAFP)

8 partner Information Management System (PIMS)

8 sess/DsBS

B Sub-Met

=] Surety Bond Guarantee Systems (SBG/PSB) (¥ou can select only ane role for this sysfam.)

I~ PSB Partner
" SEG Partner

¥ SBG Contractor {Create/submit bond application to agent)

Business 20-2206751 *

M SBG Agent {Createfsubmit Contractor's bond application to SBA)

B TECH-Met
Reset I Submit I
lLast moditied: 07/28/2006 11:40 00 A > FirstGow > BGew > Reguistions.gev * White House SBA Processing g: 0.968 seconds|

* Privacy & Security * Information Oualty = FOLA * Mo Fear Aot = ADA

Figure 4 - Screenshot of the SBG Contractor Access request with a linked Business ID

Reset | _ Click on this pushbutton to reset all the fields to their original values.

ﬂ — Click on this pushbutton to submit the information to the database and forward it to

the approving authority. Once approved, you will receive an e-mail. At this point, you are ready
to apply for a bond.
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3.5 General Instructions

The following are guidelines that apply throughout the Web application:

e The application includes a security process that requires prior identification
and approval of users. Security routines are used to check for password aging
- passwords must be changed every 90 days. Users are validated up front, to
determine permission and access rights.

e The application uses redundant emphasis; color-based prompting is applied
to the input/view boxes and text formatting features are applied to the labels
i.e. (Color & Bold or Color & Italics). Alternative descriptions are available
for images and summaries/labels for tables and input/view boxes supporting
most reader software.
a) Required Data = Blue background box & Bold Arial Label

b) Optional Data = White background box & Regular Arial Label
c) View Only Data = Gray background box & Regular Arial Label

The formatting and emphasis may change for a given screen field
depending upon the type of bond selected (bid bond, final bond, etc.)

o Both Browser and Application Server-side Data Validation occurs, in
general:
a) At the Browser - simple validation within a screen is performed, i.e.
numbers, text, and dates where required.

b) At the Server - Table lookup and Database validation, Complex
Validation, and Cross editing between screens occurs.

e The small question mark at the upper left-hand corner of the screen can be
used to do the following:

o Get information about Template Help (“SBA Look and Feel”)

o Print

o0 Show/Hide Navigation (hotlinks on the left-hand side of the
screen) to view the full screen.

0 Close the menu
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4.0 Using the System (Online)
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4 Contractor Login
Connect to the Internet and enter “https://eweb.sba.gov/gls/dsp login.cfm” in the URL. Input

your User 1D and Password and click on the 291" pushbutton. In the Welcome screen,

click on the ol pushbutton to accept the terms and conditions, or click on the Log Off
pushbutton to exit the system.

In the General Login System — Choose Function screen, select the Surety Bond Guarantee
Applications hotlink.

Prior to inputting your first surety bond application, you must be associated with a participating
surety bond agency or surety branch office. This is accomplished by the surety company agent
entering your Employer Identification Number (EIN) in the system before you apply for a bond.
This is called “contractor initialization”.

If you are not associated with an agent when you log in, the system will return the screen
displayed below.

Help

Surety Bond Guarantee System [ Contractor; Business ID: E - 528439716 ]

Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

No Surety Agent is associated with your Business.
Please click the link below to find an Agent nearest you.

Bonding Agency List

Once you have selected an Agent, the agent will facilitate
your Surety Bond Guarantee Application Process.
At this point. please exit the system.

> FirstGow > BGow > Regulstionz.gov > Whits House
* Privacy & Security * Information Oualty = FOLA * Mo Fear Aot = ADA

Figure 5 — Contractor that is not associated with a surety company agent.

Note: If needed, click on the link (Bonding Agency List) to locate and obtain contact information
for a surety company agent. Once a surety company agent has agreed to work with the small
business and apply for an SBA surety bond guarantee, the agent will then initialize you in the
automated system. If you know the agent you wish to work with, you may contact the agent
directly. (The Contractor Association process is covered in the Agent Users Manual.)
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Contractor — Submitting the First Bond Once Initialized
After the contractor has been associated with an agent (initialization), the Contractor

Welcome screen will display when you log in.

The Contractor Welcome screen guides you through the setup and submission of your
business and first bond information and indicates which steps must be completed. Note:
This screen will not appear for subsequent bond applications. If you have any difficulties

in completing the application, access either of the following:
e OSG WebsSite

Help ' (SBG User’s Manual)

U.S. Smoll Business Adminlstranion
Exit

Your Small Businass Rasourca

Welcome

Release Date : TBA

Help

Surety Bond Guarantee System [ Contractor; Business ID: E - 528439716

Welcome to Surety Bond Guarantee Application Process

The following steps must be completed in order to submit your first Surety Band Guarantee application
Please click on blue to continue:
Step 1:
a. Business Infarmation
b. Principal Information
c. Schedule of Work in Process
Step 2:
a. Contract Infarmation (Bid/Final Bond)
b. Agreements
If you encounter any dificulties in the course of completing this application, click an one of the fallawing

= 0SG WebSite
= SBG User's Manual

> FirstGow > Bfow > Regulstions.gow  » Wihite House
* Privacy & $ecurity * Information Quality = FOLA = Mo Fear fot * ADA

To input your first application, you must complete the following:

Step 1

a.
b.

Business Information
Principal Information
Schedule of Work in Progress

Contract Information (Bid/Final Bond)

Agreements

User’s Manual
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Click on the Business Information hotlink to begin inputting your first application.

If you are inputting a subsequent application, you will need to complete the Schedule of
Work in Process field, update the Business Information screen/the Principal
Information screen (if any changes have occurred) and complete the steps in 2.

5.1 First Bond — Business Information

Use the Business Information screen to enter the requested business information which is
required prior to entering your first bond application. You can update the information on this
screen anytime if changes occur.

=] s
U.S. Smoll Business Adminlstranion —_— Help.

Your Small Businass Rasourca

Hew BusiD  EIN 528439716

Business Information il

Back to Wel
o Business Id [EN [ez8439718
Business Name: Test Enterprise Business Trade Name: ||Test Enterprise
Business Address
ZipZip+4: 20001 (99993 or 99995-8999) Lookup Zip
Choose Result: || Dist. of Columbia / DISTRICT OF COLUMBIA ¢ WASHINGTOM LI ‘
State: DC
City: WYASHINGTOMN County : DISTRICT OF COLUMEBIA,
Street Address, Line 1: 403 3rd Street, 5w Street Address, Line 2 IEUI(E <
Phone Mumber: I 599-939-9939 Fascimile Mumber: I 999-993-9933
Business Demographic Information
01012007

Date Formed: Type of Business: Select One 'I

MANDDA YT
Number of Employees: Type of Organization: || Corporation | ‘
Awerage Annual Receipts over Is the Busi located
Last 3 Years, including I $0.00 in a Rural or Urban | & Urban © Rura\‘ =

> First » EGow > Regulstions.gow  » White House
* Privacy & $ecurity * Information Quality = FOLA = Mo Fear fot * ADA

Definition of Terms on Business Information Screen

Business Id — The business Id; either EIN or SSN (display-only)

Business Name — The name of the business that is applying for the bond.
Business Trade Name — The name under which the entity conducts business.

Business Address

1. Zip/Zip+4 - The zip code. Enter the zip code and click on the L22KURZIR b shibutton

to populate the “State” and “City” fields. For multiple locations within the same zip code,
the “Choose Result” drop-down list will be populated with options. Please select the most
appropriate location.

Lookup fip

N

Choose Result — The result set generated by selecting the
Select the most relevant option.

State — The state in which the business is located.

City — The city in which the business is located.

County — The county in which the business is located.
Street Address, Line 1 — The first line of the business street address.
Street Address, Line 2 — The second line of the street address.

pushbutton.

Nook~w
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8.
9.

Phone Number — The phone number of the business.
Facsimile Number — The facsimile number of the business.

Business Demographic Information

10.
11.

12.
13.

14.
15.
16.
17.

18.

19.
20.

21.
22.

23.
24,

Date Formed — The date on which the business was formed.

Type of Business — Use the drop-down list to indicate the type of business it is
(“Construction”, “Services”, etc.)

Number of Employees — The number of employees that are employed by the business.
Type of Organization — Use the drop-down list to indicate the legal type of organization
the business is (“Cooperative”, “Corporation”, etc.)

Average Annual Receipts — The Average Annual receipts over Last 3 Years, including
Affiliates, for the Business.

Is the Business located in a Rural or Urban area?

Are you currently debarred from doing business with the Federal Government?
Have you ever received SBA assistance under another business name? If so (Yes),
enter name and business.

Business Name — Enter the name of the business under which you received SBA
assistance. (Note: this field only displays if the “Yes” radio button is clicked in # 17.)
Have you ever defaulted on any previous surety bonds (SBA or other)?

Explain — Describe the circumstances surrounding prior defaults. (Note: this field only
displays if the “Yes” radio button is clicked in # 19.)

Have you ever failed to complete a job?

Explain — Describe the circumstances surrounding the failure to complete a prior job.
(Note: this field only displays if the “Yes” radio button is clicked in # 21.)

Is the contractor requesting SBA assistance?

Have you updated SBA form 994F (Schedule of incomplete work) in the last 3
months? (Note: this question will not appear on your first application.)

Small Business Certifications (Display-only; for SBA use):
Business 8A: Indicates whether or not the business has 8a status.
HubZone Certified: Indicates whether or not the business has HubZone certification status.

SBA Loan Information — This field will display any SBA loan information.

Save
Click on the —l pushbutton to save information.

Click on the = Feset | pushbutton to reset all the fields to their original values.

User’s Manual
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Once the business information is submitted, the screen below will display:

T —

Your Small Businass Rasaurca

Hew Bus D EIN 528439716 BusName TestEnterprise BusinfoBy Contractor

Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

Step 1{a): Business Information has been successiully saved

The following steps must be completed in order to submit your first Surety Bond Guarantee application
Please click on blue to continue:

Step 1:
a. Business Infarmation..............................Done
b. Principal Information
c. Schedule of Waork in Process

Step 2

a. Contract Information (Bid/Final Band)
b. Agreements

If you encounter any dificulties in the course of completing this application, click on one of the fallawing

e O5G WebSite

« SBG User's Manual =
> FirstGow > EGow > Regulations.gev > Wihite House

* Privacy & Security ® Information Quality * FOLA ® Ho Fear Aot ™ ADA

Click on the Principal Information link to continue inputting your application.

Use the li.l pushbutton to exit this screen.

Use the . MelP pushbutton to obtain screen advice.
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5.2  First Bond — Principal Information

Use the Principal Information screen to enter the requested principal information which is
required prior to entering your first bond application. You can update the information on this
screen anytime if changes occur.

Note: Principal information for each of the following individuals is required:

e Proprietor of a Sole Proprietorship

e Partner of a Partnership

e Officer, Director, or Holder of 20% or more of the ownership stake of a Corporation, LLC, or
Development Company

A -~
U5 Smoll Business Administration

Search New App Exit Help
Edit Mew Bid to Final Increase/
|| 0A Test Business 1 (S5H T04674557) || Info By: Cntr || Bidl Bond|| SBG #07ST046745570001|| Info By: Cntr|| Status : Agent-

Edit
Principal Information B

Al Infarmation for each of the following individuals is required

ppl

[ Contract Info & Proprietor of a Sole Proprietarship

=« Partner of a Partnership

« Officer or Director or holder of 20% or more of the ownership stake of a corporation, LLC or development company

B 3obin Progress

B Agrmnts & Certification

Agent Operation

9] First Name: IF’rinc\pa\ Middle Initial ID
3]
B g e Last Name: IFlrst Suffixc Esg
B ank Line of tredit _
Principal Address

3] 9948)
2 P B Start Date with 010152001

Principal Title: [Gwner Bul ©

usiness: MARDDAY Y

% of Ownership: I7U o Terrnination Date: I

Zip/Zip+4: 20715 (99999 or 99999-9999)  Lookup Zip

Choose Result: [Enter a Zip, press Lookup Zip buttan and choose result here. > ] ‘

State: IMD

City: IEO\NIE

Street Address, Line 1: I3439 Wark Lane Street Address, Line 2 IPrm Address Second Line

Home Phone Number: I3U1-555-1414

{999.999.9939)
Principal Demegraphic Infermation il

> FirstGow > BGow > Regulstions.gow ite Housa
* Privacy & Security * Information Oualty = FOLA * Mo Fear Aot = ADA

Definition of Terms on Principal Information Screen

Business ID — This display-only field shows the Business EIN

Principal SSN — The social security humber associated with the principal.
First Name — The first name of the principal.

Middle Initial — The middle initial, if any, of the principal.

Last Name — The last name of the principal

Suffix — The suffix, if any, of the principal

oM E

Principal Address

7. Principal Title — The title of the principal.

8. Start Date with Business — The date that the principal became associated with the
business.

9. % of Ownership — The percentage of ownership interest the principal has in the
business. The termination date is taken into consideration for summing up all the %s.
(The % should not exceed 100% cumulative for all active partners).

10. Termination Date — The date on which the principal terminated his/her association with
the business. This has an effect on the % of ownership.
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11. Zip/Zip+4 — The zip code of the principal’s address. Click on = EP2KUR Zip afier
entering the zip code to populate the location options.
12. Choose Result — The result set generated by selecting the ~ =2%KUP 2R hishbutton.

13. State — The state where the principal resides.

14. City — The city where the principal resides.

15. Street Address, Line 1 — The first line of the principal’s street address
16. Street Address, Line 2 — The second line of the principal’s street address
17. Home Phone Number — The principal’s home phone number

Principal Demographic Information

18. Date of Birth — The principal’s date of birth

19. Ethnicity — Use the drop-down list to indicate the principal’s ethnicity.

20. Country of Birth — Use the drop-down list to indicate the principal’s country of birth.

21. City of Birth — The principal’s city of birth

22. State of Birth — The principal’s state of birth

23. Veteran Status— Use the drop-down list to indicate the principal’s veteran status (“Non-
Veteran”, “Service Disabled Veteran”, etc.)

24. Gender — Use the drop-down list to indicate the principal’s gender.

25. Handicap — The principal’s handicap status

26. US Citizen — Use the drop-down list to indicate the principal’s citizenship status.

27. Alien Registration # — If applicable, the principal’s alien registration number. This is
mandatory information, if the principal is not a US Citizen.

28. Race — Select one (or more) checkboxes to designate the principal’s race. Select
“Unanswered” if you do not wish to give an answer.

912 Responses (Use the accompanying drop-down lists to answer questions 29 — 31.)

29. Are you presently under indictment, on parole or probation?

30. Have you ever been charged with and or arrested for any criminal offense other
than a minor motor vehicle violation? Include offenses which have been dismissed,
discharged, or not prosecuted. (All arrests and charges must be disclosed and
explained on an attached sheet.)

31. Have you ever been convicted, placed on pretrial diversion, or placed on any form of
probation, including adjudication withheld pending probation, for any criminal
offense other than a minor motor vehicle violation?

The following links will display when editing an existing record. (Note: You must select
588 pefore printing the forms below.)
Print SBA Form 312 _ ick on this hotlink to be directed to another window where you will be
able to view/print the completed SBA Form 912 (Statement of Personal History). Please print,
sign, and mail the completed form to your agent.

Print and complete SBA Form 413
— Click on this hotlink to be directed to another window

where you will be able to print SBA Form 413 (Personal Financial Statement). This form will be
blank; you must enter the details, print it, sign it, and mail it to your agent.

As you are required to complete a personal financial statement, you may use SBA Form 413 or a
reasonable facsimile.
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Once | B3 s selected, the screen below will display:

=] e

U5, Smoll Business Adminlatration | L Help.
—_

Hew Bus D EIN 528439716 BusName TestEnterprise BusinfoBy Contractor

If you need to add another Principal, please click here Add New Principal

« Back to Welcome T T s DR =i
rincipal . rincipal ‘o O ate o =]
SSN FirstName |  Last Name Title ownership Birth ™ Code
New MNew Principal
BA03IEETL Nt e President 500 07/01/1960 | DC | 20024
565144022 |[Test test President 500 07/01/1970 | DC | 20001

Last modified: 07/12/2007 12:01:.00 PM  SBA Processing: 0.081 seconds

> FirstGow > EGow > Regulations.gow > White House
® Privacy & Security ® Information Qualty = FOLA * Mo Fear fot * ADA

This screen shows the information that you have inputted for each principal. (The columns listed
below are display-only with the exception of “Principal SSN”):

e Principal SSN - Click on a hotlink in this column to return to the Principal Information
screen where you can review the principal’s information and make changes, if necessary.

e First Name

e Last Name

e Principal Title

o % of Ownership
e Date of Birth

e State

o Zip Code

Click on the Add New Principal ,,iny 10 add another principal.

Click on M and you will return to the Welcome screen below, if this is your first application.
If this is not your first application, you will be taken to the Schedule of Work in Process screen.
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Once principal information is submitted, the screen below will display:

=]

LT —

Welcome Surety Bond Guarantee System [ Contractor; Business ID: E - 528439716 ]

Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

The following steps rmust be completed in order to submit your first Surety Bond Guarantee application.
Please click on blue to continue:

Step 1
a. Business Information Dane
b. Principal Information Done
o Schedule of Waork in Process

Step 2:

a. Contract Information (Bid/Final Bond]
b. Agresments

If you encounter any dificulties in the course of completing this application, click on one of the follawing

s 0SG WebSite
s SBG User's Manual

> FirstGow > EGow > Regulations.gow > White House
® Privacy & Security ® Information Qualty = FOLA * Mo Fear fot * ADA

If you have any work schedules to be entered, you can click on the Schedule of Work in Process
hotlink, or else you can click on the Contract Information (Bid/Final Bond) hotlink to continue

inputting your application.
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5.3 First Bond — Schedule of Work in Progress

Use the Schedule of Work in Process screen to enter requested work in process information. You
must enter the information for all jobs that you have started. The Schedule of Work in Process
screen must be updated at least every three months, but can be updated anytime. Any approved
SBA bonds will automatically populate the screen.

Note: To avoid scrolling, click on the extreme left margin to remove the navigation panel (blue
panel) and increase screen surface area.

=1 s
U'S_ Smoll Business Adminlstration — Help,

Your Small Busiess Resource
Hew BusiD  EIN 527418520 Bus Name AugustUser BusinfoBy Contractor
Schedule of Work in Process =
Enter/Update Jobs

= Back to Welcome

Add Additional New Jobs | Upda
Mo Current Schedule Exists in the Database. Use the below screen to add new job.
(Click an the (?) image left side top corner and select Show/Hide Navigation fram menu ta view full screen )
Update Jobs

(Mo Jobs to Update )

Enter.Jobs
Job# Contract Price Job Description Estimated | Estimated Work Bonded|Contractor's Estimate«
Start Date (Completion|Completed?| Job? Cost
Date

e =] [vee o]
e = [
e = [
||
e =1 [ves o]
e =1 [ves |
e =1 [vee |
e =] [ve o]

T T .

B

3| S [
Kl

g
E
gl

> FirstGow  » EGow  * Res

Gow s g
* Privacy & Sesurfty * Intormation

ow » White House
ity = FOLA ™ No Fear Aot ™ ADA

o

ual

Definition of Terms on Schedule of Work in Process Screen

U Click on this pushbutton to add another row to the table for a

new job. The screen initially allows you to input eleven jobs in progress.
Click on the

Update Schedule  _ ¢jick on this pushbutton to save the information on the Schedule of
Work in Process screen. You will return to the Welcome to SBG screen.

Note: For the first update, upon clicking on ~ “Pdate Sehedule o, \yill be taken to the
Welcome to SBG screen. You should then click on the “Schedule of Work in Process” hotlink
(Step 1 c) to proceed to the Schedule of Work in Process (List) screen.

Click on the Contract Information (Bid/Final Bond) hotlink to continue inputting your
application.

Input the following information for each job in process:
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Table Information

1. Job# - The job number (display-only)

2. Contract Price — Enter the contract price.

3. Job Description — Enter a brief job description.

4. Estimated Start Date — Enter the estimated start date of the job.

5. Estimated Completion Date — Enter the estimated completion date of the job.
6

Work Completed? — Use the drop-down list to indicate if the work has been completed or
not.

~

Bonded Job? — Use the drop-down list to indicate if the job is bonded or not.
8. Contractor’s Estimated Cost — Enter the estimated cost to you to complete the job.

9. Total Revised Estimated Cost to Complete — Enter your total revised estimated cost to
complete.
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5.3.1 Schedule of Work in Process (List)

Use the Schedule of Work in Process (List) screen to review the work in process information that
you entered in the Schedule of Work in Process screen. Click on the Schedule of Work in
Progress link on the Welcome screen to access.

=]

U.S. Smoll Business Adminlstranion renil i Help.

Edit || Test Enterprise (EIN 528439716} Info By: Cntr || || Final Bond|| SBG # 0TE52843%7160003|| Info By: Cntr|| Status : Cntr-OutStd ||
Schedule of Work in Process
Incomplete Jobs as of Date: 07/17/2007

[Update Schedule] [History]

SBG | Contract [Job Description] Estimated Estimated | Bonded | Conmactars Total Revised
Number Price Start Date | Completion Date | Job? Estimated Cost Estimated Cost to
Complete
¥ Ciimnls WA | $15000.00(00tSal cable agny o007 n2im1/2008 Yes $15,000.00 $7,500.00
[ Agrmants & Cartification installation.
[ 5,000 00|Cable upgrade |01/01/2007 __[12/31/2007 Yes 5,000.00 §5 000,00
Totals §20,000.00 $20,000.00 §12,500.00

Last modified: 07/16/2007 11:40:00 A SBA Processing: 0068 seconds

> FirstGow > EGow > Regulations.gow > White House
® Privacy & Security ® Information Qualty = FOLA * Mo Fear fot * ADA

Definition of Terms on Schedule of Work in Process (List) Screen

Update Schedule  _ ¢jick on this pushbutton to return to the Schedule of Work in Process
screen to enter additional work in process information.

SBG Number — Click on a hotlink in this column to proceed to the View Details screen

(display-only). Any approved SBA bonds will be listed automatically and the hotlink will be
the SBG number (rather than “N/A™).

Contract Price, Job Description, Estimated Start Date, Estimated Completion Date, Work
Completed?, Bonded Job?, Contractor’s Estimated Cost, and Total Revised Estimated Cost to
Complete — All of these fields are display-only and show the information that was entered in
the Schedule of Work in Process screen.
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5.3.2  List of Schedules

Use the List of Schedules screen to review all of the schedules that you have inputted.

History
This screen is accessed by clicking on the (History] hotlink in the Schedule of Work in Process

screen.

= 2
| Search | New App Exit Help

Hew BusID  EMl T5T57575T Bus Name Excellent Enterprise Bus Info By Contractor

Commentary: Jobs update successfully.

List of Schedules

[Update Schedule] [History]

Date As [Total Number of [Total Number of Jobs Total Number of Jobs |Total Number of Jobs Total Contract
OfF obs Completed Bonded UnBonded Prices

106./26,2007 3 0 3 0 $850,000.00|
106222007 1 0 1 0 $600,000.00|

> FirstGow > EGow > Regulations.gow > White House
® Privacy & Security ® Information Qualty = FOLA * Mo Fear fot * ADA

Definition of Terms on List of Schedules Screen

Date As Of — Click on a hotlink in this column to proceed to the Schedule of Work in Process
(List) screen (display-only) for the date selected.

Total Number of Jobs, Total Number of Jobs Completed, Total Number of Jobs Bonded, Total
Number of Jobs UnBonded, and Total Contract Prices — All of these fields are display-only and
are a summary of information entered in the Schedule of Work in Process screen.
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5.4 First Bond — Contract Information

Use the Contract Information screen to enter the required information about the contract. You
must complete this step for all bond applications.

Exit Help

Hew BusiD  EIN 528439716 BusName TestEnmerprise BusinfoBy Contractor

Contract Information =

= Backto Welcome

Bond_ |—B,d EBond = Application Date : 07/13/2007
Type:

Project Information ::

Type: Description: “omm fiber installation

g'e‘;’l‘l’ﬁe ||D\st. of Columbia / DISTRICT OF COLUMEIA / WASHINGTON ;l‘

Obligee Information :: |
Name: [Test Obliges Type: |[Otrer =]

Country:  |[UNITED STATES L||

Zip/Zip+a: (99999 or 99999-9999] | Loskup Zip

gz;’l‘l’ﬁe ||D\5t of Columbia / DISTRICT OF COLUMBIA / WASHINGTON L”

State: [Dist. of Calumbia =]

City: [WAASHINGTON

Street T

1 —_— [
> First B > Regulations.
ality

irstGow  » BGow o gow  » Wbhite Houss
" Privacy & $ecurty * Information Qu: = FOLA = Mo Fear fot * ADA

Definition of terms on Contract Information screen

1. Bond Type — Use the drop-down list to indicate the type of bond it is (i.e. payment and
performance, bid, etc.). The field options will vary as a function of the bond type chosen.

2. Application Date — This display-only field indicates the date the application was made.

3. Contract Amount — The amount of the contract (Note: this should be less than or equal to
$2 million.)

4. Start Date — The starting date of the contract

5. Completion Date — The date of the contract completion

6. Bid Date — The date that you are bidding on the contract. (visible for Bid Bond only)

Note — The Contract Amount, Start Date, and Completion date appear for both Bid Bonds and
Final Bonds. However, for Bid Bonds, the field names have the word “Estimated” in front of
them.

Project Information
7. Type — Use the drop-down list to indicate a description of the contract (“construction”,
“services”, etc.).
8. Description — A description of the work to be performed.
9. Zip - Indicates the zip code where the contract will be performed.

10. Laokup Zip |— Select this pushbutton to populate the “County”, “Choose Result”,

“City”, and “State” fields.

11. County — This field is automatically populated after the ~ L22Kup Zip

selected. It indicates the county where the contract will be performed.

pushbutton is
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12.

13.

14.

Choose Result — This field displays the results from selecting the - =22KuP Zip
pushbutton.

City — This field is automatically populated after the = F22KUP ZIB hishbutton is
selected. It indicates the city where the contract will be performed.

State — This field is automatically populated after the ~ =22KUR ZIR 5 ,shbutton is
selected. It indicates the state where the contract will be performed.

Obligee/Owner Information

15.
16.
17.
18.

19.

20.
21.

22.

23.
24,
25.

Name — The name of the obligee/owner

Type — Use the drop-down list to indicate the type of obligee (i.e. Federal, State, etc.)
Country — Use the drop-down list to indicate the country of the obligee.

Zip/Zip+4 — The zip code of the obligee

Lookup Zip
“State” fields.

|— Select this pushbutton to populate the “Choose Result”, “City”, and

Choose Result: - The result set available after the - =P2KUP IR 5 shbutton is selected.

State — This field is automatically populated after the L -92KUR ZIB nyshbutton is
selected. It indicates the state of the obligee. If necessary, the drop-down list can also be
used to select the state.

City — This field is automatically populated after the = =99KUP ZIP nushbutton is
selected. It indicates the city of the obligee.

Street Address, Line 1 — The first line of the obligee’s street address

Street Suffix — The suffix, if any, of the obligee’s street address

Street Address, Line 2 — The second line, if any, of the obligee’s street address

Applicant Information

26.

217.

28.

29.

30.

31.

Applicant is: Use the radio buttons to indicate whether you are the prime contractor or a
subcontractor.

SubContractor’s percentage: — The percentage amount of the job that you are
subcontracting out.

Project similar to previous work? — Use the radio buttons to indicate if you have
performed similar work to this project.

Pertains to an 8(a) contract? — Use the radio buttons to indicate if this project is an 8(a)
contract.

Liquidated Damages? — Use the radio buttons to indicate if this project has any
liquidated damages. If you select “Yes”, this will enable the “Timeframe” drop-down list

where you will select either “Daily”, “Weekly”, etc. and the “Dollar Amount” field where

you will enter the monetary amount of the damages.
Contractor Job Started: — Use the radio buttons to indicate if you have started the job.
If “Yes” is chosen, you will be directed to the Job In Progress screen when the

SavelMext  pushbutton is selected. If “No” is chosen, you will be directed to the
Welcome screen.

Click on the ﬂl pushbutton to reset values.

User’s Manual

Page 32



Revision Sheet

Click on the M pushbutton to delete an entry. This will clear all the fields on the screen.

Clickonthe ~ SavefMext  hyshbutton to save the data to the database and advance to the
next screen.

5.5 First Bond — Job in Progress Information

Use the Job in Progress Information screen to enter information about the job that you have
already started.

Note: Job in Progress information is optional. You will be directed to this screen only if you
answer “Yes” in the “Contractor Job Started” field (in the Contract Information screen). You
must input information in all of the fields on this screen for each subcontractor or supplier that
you have used on this job.

H “
S Sl anass Adminiaien —_— — — e
Edit New Bid to Final | Increase/ [
__Business _Decrease

|l @A Test Business 1 (SSH T0467455T)|| Info By: Cntr || Final Bond|| SBG 2 07ST046T455T0002|| Info By: Cntr|| Status : SBA-OutStd
Job In Progress

Edit

r & Bond Gty ‘ Contract Information has been successiully saved

[0 ctontract Info

B 3obin Progress

& Certification

H
Job Started Info:
El
SubContractor/Supplier| Name Billed to Date | Paid to Date Is there a Remarks-Including explanation if no
Waiver of Waiver of Lien
Lien?
[SubContractar =] [Mamed 597,00 $5.00| C Yas @ hp||erarks ﬂ

Caution:¥ou have now successfully completed the documentation needed when a job had already begun. Please print and =ign the
form. You must also have the obligefowner sign and date the SBA farm 981, Surety Bond Guarantee Agreement addendum, and
attach all lien waivers, if applicable. Please mail the completed form to your agent.

Print 991 Form

Add Supplier/Contractor Save I

Last modified: 07/23/2007 22400 P SBA Processing: 0.775 seconds

> FirstGow  » Eow  » Regulstionz.gaw  » Wlhite House
* Privacy & $ecurity * Information Quality = FOLA = Mo Fear fot ~ ADA

Definition of terms on Job in Progress screen
1. Job Started Info — Use this field to enter relevant comments.

2. Subcontractor/Supplier — Use the drop-down list to specify if the row pertains to a
subcontractor or a supplier.

Name — Enter the name of the subcontractor or supplier.
Billed to Date —Enter the amount that the subcontractor or supplier has billed you to date.
Paid to Date — Enter the amount that you have paid the subcontractor or supplier to date.

© g &> w

Is there a Waiver of Lien? — Select the appropriate radio button to indicate a Waiver of
Lien.
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7. Remarks-Including explanation if no Waiver of Lien — Use this field to enter any relevant
comments.

Print 991 Form — Click on this hotlink and you will be directed to another window where
you can view/print the completed SBA Form 991. You must print, sign, and date the SBA
Form 991 (Surety Bond Guarantee Agreement Addendum) and have the obligee sign and
date. Attach all lien waivers and mail the completed form to your agent.

Add Supplier’SUbContractor _ ey o this pushbutton to enter another supplier or

subcontractor.

_ Save  _ Click on this pushbutton to save the information to the database and return to the
Welcome screen.

Once Job in Progress Information is submitted, the screen below will display:

U'S_ Smoll Business Administrotion |

Exit Help
Edit || Test Enterprise (EIH 528439716)(| nfo By: Cntr || || Bid Bond|| SBG # 0TE5284397160001| Info By: Cntr|| Status : Critr-OutStd ||

‘Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

Job in Progress Infarmation has been successfully saved

The following steps must be completed in order to submit your first Surety Bond Guarantee application
Please click on blue ta continue

Step 1:
a. Business Information..............................Done
b. Principal Information...............................Done
c. Schedule of Work in Process

Step 2:

a. Contract Information (Bid/Final Bond) Dane
b Agreements

If you encounter any dificulties in the course of completing this application, click on one of the follawing

e 0OSG WebSite

= SBG User's Manual >,
> FistGow  » EGow  » Reguistions.gew » White House

" Privacy & Securfty * Information Qualty = FOLA = Mo Fear Aot ™ ADA
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5.6 First Bond — Agreements and Certifications

Use the Agreements and Certifications screen to verify that you comply with the requirements

set forth in the opening paragraph of the Agreements and Certifications screen (as displayed
below).

Note: To save this application, you must answer “Yes” or “No” to all of the questions. However,
if you answer “No” to any of the questions, the system will prevent you from continuing to
process the application. In addition, you will not be able to submit the application to your agent.

U'S_ Smoll Business Adminlstration - Heip =

Your Small Business Resource

Hew || Test Enterprise (EIll 528439716) || Info By: Cntr || || Bid Bond|| SBG # 0TE5284397160001 | Info By: Cntr|| Status : Cntr-OutStd ||
Agreements and Certifications =i
+ Backto Welcome Agr In ideration of assi: from SBA. | agree to comply with the

nondiscrimination requirements of Title 13, Code of Federal regulations, Part 113 and Executive
Order 11246. | agree to pay the applicable contractor fee and submit my check with any
pplication for a final (pay t and performance) bond.

Certification : | Certify:

(a) A bid, payment, or performance bond is required by the bid
solicitation or the original contract for this project.

{b) Applicant busi has
bond without SBA's guarantee.

d i i i
I and failed to obtain the required [~ Yes Mo

(c) Per

tage of work that applicant has sub tracted is accurate.  ¥es O Mo

(d) Applicant is not delinquent on any Federal debt or Federally

Guaranteed Debt. " ¥es € Mo —|

{e} All information in this application and that relates to this
application which has been submitted to SBA, any agent, broker, or
surety company, is complete and accurate to the best of my
knowledge.

i ¥es € Mo

) If Parts I, Il and V of this application, and/or “Stat 1 of Personal
History™ {SBA Form 912) have previ ly heen submitted in i
with an earlier application, | have reviewed that information and
certify that it either remains complete and accurate or that | have
submitted a revised application Parts I, Il or V or revised SBA Form
912 with complete and accurate information to the best of my
knowledge.

 Yes © Mo

5
P
3
3
0
g

(g} | authorize any agent, broker, surety company. or financial
> Firstbou > EGow > Reguimions.gov > W House
* Privasy 8 Securty ~ Information Quaity * FOLA T Mo Fear fct " ADA

O Wae O ha =]

() A bid, payment, or performance bond is required by the bid solicitation or the original contract
for this project.

(b) Applicant business has attempted and failed to obtain the required bond without SBA's
guarantee.

(c) Percentage of work that applicant has subcontracted is accurate.
(d) Applicant is not delinquent on any Federal debt or Federally Guaranteed Debt.

(e) All information in this application and that relates to this application which has been

submitted to SBA, any agent, broker, or surety company, is complete and accurate to the best of
my knowledge.

(F) If Parts I, 1l and V of this application, and/or "Statement of Personal History" (SBA Form
912) have previously been submitted in connection with an earlier application, | have reviewed
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that information and certify that it either remains complete and accurate or that | have submitted a
revised application Parts I, Il or V or revised SBA Form 912 with complete and accurate
information to the best of my knowledge.

(9) I authorize any agent, broker, surety company, or financial institution in possession of credit,
financial or work experience information concerning the undersigned applicant and the
applicant’s business to release the same to SBA, in order that SBA may evaluate the same for the
purpose of bond guarantee assistance.

Once you have entered all required data, you have two options, by clicking on the following
buttons:

Sene ol Eallan — Click on this pushbutton to save the entered data, but not
submit the bond application to the agent.

Saie S Al il i fglel] — Click on this pushbutton to save and submit

your application to your agent for review and further action. Once you submit it to your agent,
you will have only VIEW access to your application and will not be able to modify any bond data
unless your agent returns it for corrections. However, you can still update business information,
add/update principal information, and add/update work in process schedules. The system will
notify the agent associated with your business via e-mail.

Frint Application (SBAS34)  _ Atter you submit your application to your agent, you must print
out the SBA 994 form, sign it, and mail it to your agent. Click on this pushbutton to print your
SBA 994 form, which will be populated with the information that you inputted.
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Once agreements information is submitted, the screen below will display:

U5 Smoll Besiness Administration

Exit Help

Hew | Test Enterprise (EIN 528439716}| Info By: Cntr || ||| Bid Bond|| SBG # 07E5284397160001 | Info By: Cntr|| Status

Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

Step 2(b): Agreement Information has been successfully saved

Congratulations I You have successfully submitted your application to you agent
electronically

Pleasze print, sign, date, and mail the associated forms to your agent.

= Statement of personal history (for New Principal New

Principal Name. SBA 912

= Statement of personal history {for Test test, SBA 912
s Opti 1 fi ial stat: it (SBA 413)

Last maodified: 07/13/2007 2:07:00 PM  SBA Processing: 0.082 seconds

> FirstGow > E-Gow > Regulations gow > White House
= Privacy & $ecurity * Information Quality  FOI& = Mg Fear fot = ADA

: Agent-OutStd ||

Click on the hotlinks to access the various SBA forms in .pdf.
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6 Contractor — Submitting Subsequent Bonds

After you have completed and submitted your first bond application to your agent, you
will see the Contractor Welcome Surety Bond Guarantee Application screen below. This
screen will list all bonds that you have entered but have not yet submitted to your agent
(Contractor outstanding).

71 &
U5 Smoll Besiness Administration — — Help,

Welcome Surety Bond Guarantee System [ Contractor; Business ID: E - 528439716 ]

Welcome to Surety Bond Guarantee Application Process

Release Date : TBA

Application Buttons :

e Search :  Performs a Search for existing applications based on a number of User defined parameters

e New App @ Allows the userto stant creating/processing a New Contract Application

« Edit H Performs a search, and returns only those applications that are available for update.

= Help :  Opens Online application help.

« Exit 1 Exits the Surety Bond Guarantee system, and retumns the user to the SBA General Login System

Choose Function window.

Contractor Outstanding Applications :

No Application Found

Last modified: 07/13/2007 2:07:00 PM  SBA Processing: 0.221 seconds

> FirstGow > E-Gow > Regulations gow > White House
= Privacy & $ecurity * Information Quality  FOI& = Mg Fear fot = ADA

Click on the Application buttons and their functions link for a more detailed description of the
following pushbuttons:

Use the . S®areh
criteria.

pushbutton to find an existing application. You can search using any of the

Use the = MeWAPP | hishbutton to enter a new bond application.

Exit

Use the pushbutton to exit this screen.

Use the . Hele pushbutton to view the user manual.

Use the  B3®  pushbutton to edit any existing outstanding bond information.
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6.1 Subsequent Bond — Search

When you click on the @ pushbutton, the screen below will be displayed. Enter the
criteria for your bond search on the screen.

Search Surety Bond Guarantee System [ Contractor; Business ID: E - 525439716 ]
Search Tips Search

SBG Surety:
Business ID: Ein 528439716
Status: |Se|ect -1*

Bond Type: |Se|ect -
Principal ID: [
SBG Number: I

Last modified: 07/12/2007 1:41.00 P SEBA Processing: 0.074 seconds

> FirstGow > Bfiow > Regulstions.gow > White House
* Privacy & $ecurity = Information Quality = FOLA = Mo Fear fot ~ ADA

Definition of Terms on Subsequent Bond — Search Screen
1. SBG Surety — Use the drop-down list to select a surety.

2. Business ID — This field is pre-populated by the business ID that was linked to your
profile.

3. Status — Use the drop-down list to select a status for the bond (e.g. “Active”, “Cancelled”,
etc.). To retrieve only those applications that have been submitted to the agent, select
“Agent OutStanding”.

4. Bond Type — Use the drop-down list to select a bond type (e.g. “Bid Bond”, “Payment
Bond”, etc.)

5. Principal ID - Enter the Principal ID.
6. SBG Number — Enter the SBG Number.

After you select your bond search criteria, click on @ pushbutton to query the database
and report the results based on the criteria that you picked.
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6.2 Subsequent Bond — New App Information

For subsequent applications, you must complete the Contract Information screen, the Job in
Progress screen (if applicable) and the Agreements screen. After you save the information on
each screen, the system will take you to the next screen for input.

To enter a new application (after completing your first application), click on the = Mew App |
pushbutton and the Contract Information screen will display.

H 2
U5 Smoll Sasivess Adminismaton | — it — o
Edit
Hew Bus ID EIN 528439716 Bus Maine  Test Emterprise Bus Info By Contractor
Contract Information - |
Bond
Type: Application Date : 07/13/2007
& Apply for a Bond €mty Project Information ::
B contract Info
Type: Select - Description: ||
Choose =
HEshie ||Er|ter a Zip and choose result here. x| ‘
Obligee Information =: =
Name: Type: |[Selectorne =]
Country:  |[UNITED STATES L||
zpzipet: [ | 199999 or 99999-9999) | Lookup Zip
gz;’l‘:ﬁf ||Enter a Zip, press Lookup Zip button and choose result here ;||
State: Mot ret Selected =
City: [ |
Street r 1 Rl
> Firstbow > E-Gow  Regultions gov 7 Whits House
* Privacy & Security = Information Quality ™ FOLA = Mo Fear fot ™ ADA

The Business Information section (Business Information screen, Principal Information screen)
only need to be updated if there are any changes. The Schedule of Work in Process data needs to
be updated at least once every 90 days.
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6.3 Subsequent Bond — Edit Information

To edit an existing bond, select the B pushbutton. A list of all bonds for your business that

have a status of “Contractor — Outstanding” will display. You may edit any of these bonds by
clicking on the hot link which will bring you to the Contract Information screen.

=] &
D el | A _— Halp =
| Edir
|
Eclit | Test Enterprise (EIN 528439716) (| Info By: Cntr [| || Bid Bond|| SBG # 0TE5284397160002|| Info By: Cntr|| Status : Citr-OutStd ||
Contract Information - |
Bond Type: Bid Bond Application Date : 07/13/2007
IDWEIU?EIEI? 01/01,2009
Est. Contract Armount $100,000.00  Est.Start Date: Est.Completion Date:
MDD Y MDD Y
Bid Date 01/01/2007

Project Information ::

Type: Construction = Description: “OpIID fiber installation
Zip: I2DDD1 Lookup Zip County: ||DISTRICT OF COLUMEBILA

Choose
Result:

City: [WVWASHINGTON State: ||DC

Obligee Information ::

Name: [Test Type: |[Other -1

||Er|ter a Zip and choose result here. =] ‘ -

Country:  |[UNITED STATES :||
Zip/Zip+4: |2EIDD1 (99999 or 99998-99649)  Lackup Zip
Choose
Hecate ||Enter a Zip, press Lookup Zip button and choose result here ;||
Stata- Fist At Calmni - ||
S itGey > BGov > Reguistions.gov > White Houss
" Privacy & $ecurity = Information Quality * FOLA ~ Mo Fear fot ™ ADA

Original View
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6.3.1 Changing Data

Once data has been updated, use the ~ =av&/Mext — yushputton to save the data to the
database and advance to the next screen. You may edit any of these bonds by clicking on the hot
link.

= 2
T R — e — — =
Edit
Yaur Small Businass Resourca
Edit || Test Enterprise (EIH 526439716)(| Info By: Cntr || || Bid Bond|| SBG # 0TE5284397160002|| Info By: Cntr|| Status : Crtr-OutStd ||
Contract Information =i
Bond Type: Bid Bond Application Date : 07/13/2007
IEI‘U'EHJ'ZEIEI? 01012008
Est. Contract Amount 5100,000.00 Est.Start Date: Est.Completion Date:
MDD Y Y MARDDA Y
E contractinfo Bid Date 01/01/2007
B Agrmnts & Certification
Project Information ::
Type: Construction = Description: “Test - Edit
Zip: I2D715—1234 Lookup Zip County: ||PRINCE GEORGES
Choose
Result: || | ‘ o
City: BOWIE State: ||MD
Obligee Information ::
Country: ||UN\TED STATES ;||
Zip/Zip+4: |2DDD1 {99999 or 99999-9999) _ Lookup Zip
E:;-?Is: ||Enter a Zip, press Lookup Zip button and choose result here ;||
Stata- Mist nf "alomhia - |
> FirstGov > EGow > Regulations.gov > White House
" Privacy & Sesurfty * Information Quality * FOLA ™ Ho Fear fot * ADA

Revised View

The screen above displays contract information for the same bond after the Project Description
and Zip Code have been changed.

Once an edit has been made, you must re-submit the bond through the Agreements and
Certifications screen. For more information, please refer to section 5.6.

6.3.2 Deleting Data

To delete an entry, click on the S5 pushbutton. This will clear all the fields on the screen.

=
Then click on the ﬁl pushbutton. This will delete the data from database and you will be
taken to the next logical screen in the application. To delete data from a single field, simply put
spaces in that field and save the data.

6.3.3 Cancelling Data

To cancel any field entry, click on the ©@M€8l pushbutton. This will take you back to the
previous screen.
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